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Introduction 
The “How to View a Vendors Acceptance to Terms & Conditions” Quick Reference Guide is designed to 
provide the minimum steps necessary in learning where to find a Vendors Acceptance to the T&C’s. 

Pre-requisites 
You must have the Basic Purchasing Role. 

 
Steps 
 
Step 1: 
 

a.) From the Home Screen once 
logged in, select the Bids 
Tab > Opened Sub-tab. 
 

b.) Select the appropriate Bid & 
click the Bid Tab link. 

 

 
 

 
 

 
Step 2:  
 
The Bid Tabulation page displays, 
defaulted to the Quotes Tab. 
 

a.) Click the Quote # link. 
 

 

 

 
 
Step 3:  
 
The page refreshes to the Summary 
Tab. 
 

a.) Under the Header Info 
section towards the middle of 
the page you should see the 
Vendors Acceptance. 
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